
From: Epp, Timothy
To: EPA FOIA Community; OGC Info Atty Call; OGC GLO ILPG; OGC RCs and DRCs
Cc: Wright, MichaelB; Purifoy, Tiffany; Indermark, Michele; McCray, Pamela; Kennedy, Chandra; Lao, Judy;

Puchalski, Connie; Lesch, Sandra; McQuilkin, Wendy; Campbell, Rich; Latham, John; McLendon, Wanda;
Manchen, Kenneth; Zipf, Lynn (she/her/hers); Pressley, Miriam; Evanko, Peter; Aldinger, Dayle; Clausen,
Rebecca; Connery, Shannon; Stoy, Alyse; Landrum, Ryan (he/him/his); Murdock, James; Smart, Mark; Brockett,
Aretha; Tate, Rita; Roberts, Antonio; Yarbrough, Christopher; Stevens, Edie; Battle, Jernell; Zywicki, Glynis;
Sulej, Erik; Ramsey, Ashley; Messier, Dawn (she/her/hers); Newman, Maya; Luksis, John; Brown, Sineta;
Calderon, Wanda; Leon, Sandra; Davis, Lillie; Callahan, Adrianne (she/her/hers); Kaminer, Joan; Ferrif, Sarah;
MacDonald, Jennifer; Johnson, Larry-C; Reynolds, David; Daniels-Lewis, Alicia (she/her/hers); Dykeman, Denise
(she/her/hers); Evans, Crystal; White, Elizabeth; Herron, Tarsha; Wade, Diane; Marrable, Lanita; Castanon, Lisa;
Vizard, Elizabeth; OGC NFO; Means-Thomas, Janet; Davis, Gail; Johnson, Larry-C

Subject: Template Letters for Current Health Emergency
Date: Tuesday, April 7, 2020 2:29:00 PM
Attachments: Template_Notify Requester of Impacted Request Due to Health Emergency_Clean.docx

Template_short form_Confirming Agreement with Requester of Extended Due Date to Health Emergency_Clean
Copy .docx

Hi All,
Attached are template letters for you to use in communicating with requesters regarding difficulty
during the current public health emergency that you may be having in searching for and collecting
hardcopy records in response to FOIA requests. The shorter template is for use in confirming an
agreement you reached with a requester to extend the FOIA response due date to enable the
hardcopy record search to be conducted at a later time.
The longer template is for use when you are unable to reach the requester to negotiate an extension
of time. This version is used to provide the requester an estimated date for your office’s response
and should be used only when you have tried unsuccessfully to reach the requester for a telephone
discussion or when the requester has not provided a telephone number.
The template advises that the estimated extension should be calculated as a reasonable processing
time beyond the currently applicable President’s announcement to continue social distancing
through April 30, 2020. If that date is extended in the future or another date is applicable in a
particular locality, such date should be used for calculating the estimated response due date.
If you have any questions on how to use these templates, please contact me, Nicole Rementer,
Denise Walker, Ian Altendorfer or any member of the NFO staff.
Tim
Timothy R. Epp 
Associate General Counsel|National FOIA Office
U.S. Environmental Protection Agency | Office of General Counsel
1200 Pennsylvania Avenue, N.W. (MC 2310A)
Washington, D.C. 20460 | WJCN 7309B
Phone (202) 564-2830| epp.timothy@epa.gov
#2p4

mailto:Epp.Timothy@epa.gov
mailto:EPA-FOIA-Community@epa.gov
mailto:OGC_Info_Atty_Call@epa.gov
mailto:OGC_GLO_ILPG@epa.gov
mailto:OGC_RCs_and_DRCs@epa.gov
mailto:Wright.MichaelB@epa.gov
mailto:Purifoy.Tiffany@epa.gov
mailto:Indermark.Michele@epa.gov
mailto:MCCRAY.PAMELA@EPA.GOV
mailto:Kennedy.Chandra@epa.gov
mailto:Lao.Judy@epa.gov
mailto:puchalski.connie@epa.gov
mailto:lesch.sandra@epa.gov
mailto:Mcquilkin.Wendy@epa.gov
mailto:Campbell.Rich@epa.gov
mailto:Latham.John@epa.gov
mailto:/o=ExchangeLabs/ou=Exchange Administrative Group (FYDIBOHF23SPDLT)/cn=Recipients/cn=36debc0dca2c40f0ab3b605d100d118f-WMcLendo
mailto:/o=ExchangeLabs/ou=Exchange Administrative Group (FYDIBOHF23SPDLT)/cn=Recipients/cn=1cbd93e02afa442d80c6dbdc210ddf6e-Manchen, Ke
mailto:Zipf.Lynn@epa.gov
mailto:Pressley.Miriam@epa.gov
mailto:Evanko.Peter@epa.gov
mailto:/o=ExchangeLabs/ou=Exchange Administrative Group (FYDIBOHF23SPDLT)/cn=Recipients/cn=d66c3f21534c4ac0a85e9b21bdd58d6d-DeArvil, Dayle
mailto:Clausen.Rebecca@epa.gov
mailto:Clausen.Rebecca@epa.gov
mailto:Connery.Shannon@epa.gov
mailto:Stoy.Alyse@epa.gov
mailto:Landrum.Ryan@epa.gov
mailto:Murdock.James@epa.gov
mailto:smart.mark@epa.gov
mailto:Brockett.Aretha@epa.gov
mailto:Brockett.Aretha@epa.gov
mailto:Tate.Rita@epa.gov
mailto:/o=ExchangeLabs/ou=Exchange Administrative Group (FYDIBOHF23SPDLT)/cn=Recipients/cn=e2fe00e5b8144bd088c8de9cc654a3ba-Roberts, An
mailto:yarbrough.christopher@epa.gov
mailto:Stevens.Edie@epa.gov
mailto:/o=ExchangeLabs/ou=Exchange Administrative Group (FYDIBOHF23SPDLT)/cn=Recipients/cn=89ff4203b688455a9b11add16331cffa-Jbattl02
mailto:zywicki.glynis@epa.gov
mailto:Sulej.Erik@epa.gov
mailto:Ramsey.Ashley@epa.gov
mailto:Messier.Dawn@epa.gov
mailto:Newman.Maya@epa.gov
mailto:luksis.john@epa.gov
mailto:Brown.Sineta@epa.gov
mailto:Calderon.Wanda@epa.gov
mailto:Leon.Sandra@epa.gov
mailto:davis.lillie@epa.gov
mailto:callahan.adrianne@epa.gov
mailto:Kaminer.Joan@epa.gov
mailto:Ferrif.Sarah@epa.gov
mailto:Macdonald.Jennifer@epa.gov
mailto:Johnson.Larry-C@epa.gov
mailto:Reynolds.David@epa.gov
mailto:Daniels-Lewis.Alicia@epa.gov
mailto:Dykeman.Denise@epa.gov
mailto:Dykeman.Denise@epa.gov
mailto:/o=ExchangeLabs/ou=Exchange Administrative Group (FYDIBOHF23SPDLT)/cn=Recipients/cn=424a1db3fbfd4282b5c16960bdb6a43a-HundleyEvan
mailto:/o=ExchangeLabs/ou=Exchange Administrative Group (FYDIBOHF23SPDLT)/cn=Recipients/cn=f8af641a6306479c9026142ef3b02bd7-White, Eliz
mailto:Herron.Tarsha@epa.gov
mailto:Wade.Diane@epa.gov
mailto:marrable.lanita@epa.gov
mailto:Castanon.Lisa@epa.gov
mailto:Vizard.Elizabeth@epa.gov
mailto:OGC-NFO@epa.gov
mailto:/o=ExchangeLabs/ou=Exchange Administrative Group (FYDIBOHF23SPDLT)/cn=Recipients/cn=5c1f5d4906b64890beed94b0828e4bb2-Means-Thomas, Janet
mailto:Davis.Gail@epa.gov
mailto:Johnson.Larry-C@epa.gov
https://www.epa.gov/foia/forms/contact-us-about-freedom-information-act-and-foia-requests
mailto:epp.timothy@epa.gov

ATTORNEY-CLIENT PRIVLEGED // DRAFT //

NOT TO BE USED AS AN OFFICAL DOCUMENT



[bookmark: UNITED_STATES_ENVIRONMENTAL_PROTECTION_A][image: ]UNITED STATES ENVIRONMENTAL PROTECTION AGENCY

Washington, D.C. 20460









April 1, 2020



[Requester Name]

[Requester Address 1]

[City, State, Zip]



[bookmark: Re:_Freedom_of_Information_Act_Request_-]Re: Freedom of Information Act Request - EPA-[XX]-[#######] Extension of Time



Dear [Requester]:



[bookmark: _GoBack]This letter concerns the above-referenced Freedom of Information Act (FOIA) request, received by the U.S. Environmental Protection Agency (EPA), National FOIA Office on [X Date]. In a letter dated [ X Date], we informed you that your request is assigned to [FOIA Program] for processing.  We are processing your request focusing first on electronic records and are working to provide interim releases of any such responsive documents.  Our search and collection of hardcopy records for review and response will be delayed because of current circumstances.    



As you may know, on March 13, 2020, the President declared a nationwide emergency for COVID-19 pandemic pursuant to Sec. 501(b) of the Robert T. Stafford Disaster Relief and Emergency Assistance Act, 42 U.S.C. 5121-5207. On March 15, 2020, the Administrator extended a voluntary unscheduled telework/unscheduled leave policy to all agency employees at least through April 3, 2020. On March 17, 2020, the Office of Management and Budget (OMB) directed federal agencies to “adjust operation and services to minimize face-to-face interactions.”  Specifically, the OMB guidance stated that “[n]on-mission-critical functions that cannot be performed remotely or that require in-person interactions may be postponed or significantly curtailed.” (Available at https://www.whitehouse.gov/wp-content/uploads/2020/03/M-20-16.pdf). 



As of the date of this letter, EPA FOIA processing employees in [FOIA Program] are working full-time at alternative work locations separate from their assigned duty station offices. We continue to expeditiously search, review, and prepare the portions of requests that are accessible in electronic format and are working to provide you with those record first through interim releases. [FOIA Program] identified the need to search for potentially responsive paper or hardcopy records to fully respond to your request. Because EPA staff who are assigned to respond to your request are temporarily teleworking from alternative work locations, these files are located at an establishment separate from the office processing your request.  [FOIA Program/Location] office has no access to search for, collect, or review these records until such time when an EPA employee or contractor is able to return on-site. Accordingly, an extension of time to respond to your request, with respect to these hardcopy records, is necessary.  



Given the uncertainty of the developing COVID-19 situation, it is difficult to predict when EPA will be able to obtain access to the records that require a physical search. However, at this time, the estimated date of completion for your request is [April 30, 2020 + reasonable estimate of additional processing time]. If circumstances change, we will provide you with an update. Thank you for your patience. We have updated the due date for the final response to this request in FOIA online.  



FOIA professionals including myself and the FOIA Public Liaison are available to discuss your request with you.  Our contact information is below. We are available to work with you to identify ways to most effectively produce the records you seek, given the circumstances of this nationwide emergency.  If you would like to modify or narrow your request so that it may be closed out sooner, please contact [Insert contact person and information]. [FOIA Program] will continue to search, collect, review, and process responsive records in electronic formats and will provide interim releases. 



For further assistance or to discuss any aspect of your request, you may also contact EPA’s FOIA Public Liaison at hq.foia@epa.gov or call (202) 566-1667. You may also seek assistance from the Office of Government Information Services (OGIS). You may contact OGIS in any of the following ways: by mail, Office of Government Information Services, National Archives and Records Administration, 8601 Adelphi Road, College Park, MD 20740-6001; email: ogis@nara.gov; telephone: (202) 741-5770 or (877) 684-6448; or fax: (202) 741-5769. For all media inquiries, please contact press@epa.gov. 

	

Sincerely,


[Name]
[FOIA Program]
U.S. Environmental Protection Agency
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April 1, 2020



[Requester Name]

[Requester Address 1]

[City, State, Zip]



[bookmark: Re:_Freedom_of_Information_Act_Request_-]Re: Freedom of Information Act Request - EPA-[XX]-[#######] Extension of Time



Dear [Requester]:



This letter concerns the above-referenced Freedom of Information Act (FOIA) request, received by the U.S. Environmental Protection Agency (EPA), National FOIA Office on [X Date]. In a letter dated [ X Date], we informed you that your request had been assigned to [FOIA Program] for processing.  Per our telephone conversation on [X DATE] you agreed to an extension of time to process this request to [Insert new due date]. We are processing your request and will provide interim releases of responsive documents as soon as possible.  Thank you for your patience. We have updated the due date for this request in FOIA online.  



[bookmark: _GoBack]As we discussed, this due date extension is necessary for [FOIA Program] to search for potentially responsive paper or hardcopy records that are currently not accessible to [FOIA Program] staff who are working at alternative locations separate from their assigned duty station offices because of the nationwide COVID-19 pandemic emergency.  [FOIA Program] continues to expeditiously search, review, and prepare records responsive to your request that are accessible in electronic format and is working to provide you with those records first through interim releases.  FOIA professionals including myself and the FOIA Public Liaison are available to discuss your request with you. We are available to work with you to identify ways to most effectively produce the records you seek, given the circumstances of this nationwide emergency. If you would like to modify or narrow your request so that it may be closed out sooner, please contact [Insert contact person and information].  



For further assistance or to discuss any aspect of your request, you may also contact EPA’s FOIA Public Liaison at hq.foia@epa.gov or call (202) 566-1667. You may also seek assistance from the Office of Government Information Services (OGIS). You may contact OGIS in any of the following ways: by mail, Office of Government Information Services, National Archives and Records Administration, 8601 Adelphi Road, College Park, MD 20740-6001; email: ogis@nara.gov; telephone: (202) 741-5770 or (877) 684-6448; or fax: (202) 741-5769. For all media inquiries, please contact press@epa.gov. 

	

Sincerely,


[Name]
[FOIA Program]
U.S. Environmental Protection Agency
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